
 

Assessment Data Online: Quick Start Guide 
 

 
Welcome to the new Assessment Data Online website. This Quick Start Guide is intended to help you 
become familiar with the application, provide links to access the website, and guide you through the start-
up procedures. It will also help you access the detailed Assessment Data Online User Guide and the 
Admin Guide (if you are an administrator), which you can use to explore further.  

 
Link to Assessment Data Online 

 
You can access the website through the following link: Click here to access 
 
Landing Page 

 

 
Click the website link to open the following login page. 
 

 

Figure 1: Assessment Data Online login page 
 
 

Then click the Login button for Assessment Data Online. You will be taken to the following login screen for 
CSP Schools. 
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Figure 2: CSP Schools login page 
 

 
Note that you can download this Quick Start Guide in PDF format directly from this page before you 
log in by clicking Download Quick Start Guide PDF below the welcome message. 

 

To log in, enter the following information in the Sign in to your account panel (refer to Figure 2): 

 
1 Username: Enter your Username here. 

 
 

2 Password: Enter your Password here. 
 

 
Username and Password 

 

 
You must access the website using the username and password sent to your school before the 
spring administration. The school will receive all school and teacher logins via the email address 
entered into Online Enrollments for machine scoring. The email with the login information for the 
teacher will be sent once the school’s data are available in Assessment Data Online. 

 

The website will be accessible to users at two levels: regular and administrative. 
 

If you are a school user with administrative privileges, in addition to capabilities available to regular 
users, you will be able to view the organization hierarchy within that school, manage users, view data 
for the school, and view data for all teachers within the school. For more details, refer to the 
Assessment Data Online Admin Guide. You can access the Admin Guide from the Resources menu 
on the blue menu bar. 
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Note: All Passwords are case-sensitive. Please enter them carefully. 
 

When you log in for the first time you will be prompted to reset your password, enter your name and 
contact information, select security questions, and type your answers. (Refer to Figures 3, 4, and 5.) 

 

Figure 3: Change Password screen 
 

Figure 4: Change Password/Create Profile screen 
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Figure 5: Change Password /Security Questions 
 

If you forget your password, click the Forgot Password? link on the main login page to reset it. To 
reset your password you will need your username and the answers to your security questions. 

 
If you forget your user name, click the Forgot Username? link on the main login page to obtain it. 
You will need your email ID to obtain your username. 

 
Dashboard Interface 

 

On successful login, you will be taken to the following screen (refer to Figure 6). 
 

• The default dashboard is the NRT Summary Dashboard with your user display name appearing 
in the top right-hand corner. 

• Just to the right of your user display name is the Logout link. Click this link when you want to log 
out of the website. 

• To the right of the screen is the dashboard menu in blue. On the menu, there are five main 
product categories. They are – TerraNova, Third Edition, TerraNova3 with PTCS (for 
2012-2016 data only), TerraNova3 with InView, Bible, and TerraNova Longitudinal. 
Click on any of these options to access the corresponding dashboards. 

•  Also on the menu bar is Resources, which lets you access this User’s Guide and other 
static documents related to the application. 

• The icons above the dashboard menu can be used to take you to the home page, your 
account, and to log out.  
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•  To the left of the screen there are icons that can be used to take you to your dashboard 
and your account. 

•  If you are logging on as an administrator, you will see four additional icons to the left of the 
screen. They can be used to manage users, manage organizations, manage parents, and 
manage students (refer to Figure 7). 

 
If you are a regular school user or teacher, you will be able to access the various dashboards available 
on the website, save reports from these dashboards, and drill down into data to analyze student 
performance. 

 
For more details on navigating the dashboards and reports available to you, refer to the Assessment 
Data Online User’s Guide available from the Resources menu on the blue menu bar. 

Figure 6: NRT Summary Dashboard Regular View 
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Figure 7: NRT Summary Dashboard Administrator View 
 

 
 

System Requirements  
 

• 1152 x 864 or higher resolution monitor with 24-bit color 
 

• Supported browsers: Firefox 3.x or higher, Internet Explorer 8.0 or higher, Chrome 15.0 or higher  
 

• Other software: Adobe Acrobat 9.0 or higher 
 
• Product functionality may vary based on your system configuration, operating 

system, browser, and monitor resolution. 
 

• Flash 10.x or higher plug-ins for your web browser 
 

• Note:  Windows 10 Edge browser is not supported 
 
•  If the graphs are not displaying correctly for you, download and install the Flash plug-in for 

your browser from the following link: 
 

http://get.adobe.com/flashplayer/ 
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Frequently Asked Questions (FAQ) 
 

1. How do I receive notification that my school/class data has been loaded, and 
how do I receive my login information for accessing Assessment Data Online? 

 
A: School administrators – Each school will supply an email address as part of the Online 
Enrollment process for machine scoring. Once the school’s data has been loaded to Assessment 
Data Online, an email will automatically be sent to that email address. It will notify you that your 
school has been loaded, and will contain a password-protected PDF document with all school 
and teacher logins for accessing Assessment Data Online. 

 
If you are a school administrator and believe that your school’s data has been loaded but you 
haven’t yet received that email, please check your “junk email” folder in case the email was 
mistakenly identified as spam. If you still can’t find the email, please call the ACSI Member Care 
number displayed on the Assessment Data Online login screen for assistance. 

 
School and teacher users (non-administrators) – Your school administrator will distribute logins 
to non-administrator users of Assessment Data Online (school and teacher users). 

 
2. How do I get the password for opening up the PDF file that contains my login information?  
 
A: If you are a school administrator and you provided your email address during the open 
enrollment for machine scoring, you will receive an email containing a password-protected PDF 
document that will list all school and teacher login credentials for accessing Assessment Data 
Online. 
 
The password to unlock the file is posted at https://tr.drcedirect.com. Please use the following 
instructions to retrieve your password: 

• Enter the Portal URL https://tr.drcedirect.com in a supported browser. The Welcome to the DRC 
INSIGHT Portal page displays.   

• From the Welcome to the DRC INSIGHT Portal page log in to the Portal.  Use the same user 
name and password you used to access online enrolment for machine scoring.  
o Enter your username and password in the Please Log In dialog box, and then click Log In. 

• After a successful log in, the Welcome to the DRC INSIGHT Portal page reappears with menu 
options for navigating the site.  

• At the top left of the page select All Application, then General Information.   
o Under General Information, select the Documents tab 
o Under Administration, select TerraNova and under Document Type, select Christian 

School Program Documents.  
o Select Show Documents to view the document containing the password.   

• The password is located in the document labeled ADOL_PDF_Password. 
• Once you have retrieved the password, return to this email and click on the attached PDF file. 
• When prompted, enter the password you retrieved from https://tr.drcedirect.com. Once open, 

this file will give you instructions on how to log-in to Assessment Data Online to access your 
data. 

• Retain the final password you retrieved from https://tr.drcedirect.com, as it will continue to 
provide access to your Assessment Data Online as needed. 
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3. I am a school administrator, and I’m not sure what email address I provided during the 
open enrollment window for machine scoring. I have not received my login information to 
access Assessment Data Online. How do I change my email address and get the login 
information again? 

 
A: As mentioned in the answer to question #1 above, once your school’s data has been loaded 
to Assessment Data Online, an email will automatically be sent to that email address. If you 
expect that your school should have been loaded but you have not yet received that email, check 
your “junk email” folder to see if it was moved there. If you believe that you might have provided 
an incorrect email address, please call the ACSI Member Care number displayed on the 
Assessment Data Online login screen for assistance with providing the correct email address. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: The screenshots pictured in this user guide are for demonstration purposes only and contain sample 
information. The dates shown on the screenshots may be different than the actual dates for the 2017 
Christian School Program administration. If you have any questions, please contact the ACSI Member Care 
at 800-367-0798.  


